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WEB PRESENCE: DEFINITION & CRITERIA

The Idaho Commission for Libraries defines Web Presence as a vital website that is an
extension of the library providing information about or access to library services. A basic
level of web presence for public libraries should meet the following criteria:

e Library Name

e Library address — both mailing address and street address, if different (includes
branch information if applicable)

Library phone number

Online contact (email address or contact form)

Hours of operation

Library Board member names

Link to the online catalog (if applicable)

Link to the LiLI Portal
Or, a link to the individual LiL| Databases and the LiLl Unlimited
statewide catalog with the “funded by LiLI” icon/button

Description of library services available to patrons
e Site content is current and all pages indicate when “last updated” or “last
reviewed”
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GLOSSARY

Accessibility - Providing access to web resources for users of all abilities. Specifically, design
that takes into account the needs of individuals with disabilities, such as vision impairments.

Aggregator - In this context, software that collects newsfeeds for use in a web site. Related
terms: blog, podcast, RSS,syndication.

Blocks - A Drupal term identifying chunks of content that run down the left or right side of the
website

Blog - An automated system for posting articles or announcements on a web site. Blog articles
are usually accessed via a web page with a reverse-chronological listing of these articles, or via
an RSS newsfeed. Related terms: aggregator, podcast, RSS, syndication.

CAPTCHA - Completely Automated Public Turing test to tell Computers and Humans Apart.
CAPTCHA is used to help prevent computer programs (bots) from automatically running and
adding accounts, spam messages, etc. from websites. A common CAPTCHA technique is to
take a common word and make it all squiggly or put a line through it. Humans are still able to
read the word, but computers have a hard time deciphering it because of the difficulties of
programming a machine for optical character recognition.

Content editor - When editing a node it is the space in which text is entered and formatted.
Using the content editor, the user can edit text, add graphics, create tables, and add hyperlinks to
the content.

Content management system (CMS) - Software that allows users to create, update, and manage
documents. In a web context, a CMS is software that lets a user with a web browser create web
pages and manage a web site without having to deal with the technical aspects of web design.
Database - Software that warehouses data.

Domain name - The base of a URL. In http://www.example.com/this/is/a/url.html, example.com
is the domain name. Related terms: URL.

Drupal - An open source content management system.

Embed - Placing a snippet of code, gadget or widget into a website to provide added
functionality
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Gadget - A prebuilt piece of code that interacts with a third
party website(s) to provide added functionality to a website.
Sometimes referred to as a Widget.

Library 2.0 - A concept of interactive library service in the digital age that is loosely tied

to Web 2.0. At current, it's still something of a buzzword that means different things depending
on the speaker, but generally it denotes the goal of simple but ubiquitous access to library
services and resources using technology.

Newsfeed - An automatically produced listing of blog or news headlines and excerpts. Related
terms: blog, RSS, syndication

Node - A Drupal term referring to a page or the main piece of content. If you take away the
headers,
footers, and sidebars on a page, what is left is the node.

Open source - Community-developed and supported software. The development and support is
usually facilitated by the Internet. Open source software is available for free in the sense that a
kitten is free. It doesn't cost anything, but once you have it, it's your responsibility to care for it.

Parent/Child Relationships - These relationships are used for hierarchy purposes in the Drupal
menu system . Parents are the top level items, and Children are items found one level below that.

Podcast - A blog presented in audio format. The term is a combination of the terms "iPod" and
"broadcast.” Related terms: aggregator, blog, RSS,syndication.

Region - Drupal themes are broken down into different regions: header, footer, left sidebar, right
sidebar, and content. The header runs along the top of the page and usually contains the site logo
and the site title. The footer runs along the bottom of the page and usually contains the library's
address and phone number. The left and right sidebars usually run along the sides of the theme
and contain the blocks. The content region typically contains the node.

RSS - Stands for Really Simple Syndication, which is a method for providing newsfeeds on the
web. Related terms: aggregator, blog, podcast, syndication.

Sidebars - A Drupal term referring to the columns to the left and the right of the node, or central
content area of a web page.

Snippet - A small, reusable piece of code that adds additional functionality to a website

Syndication - In a web context, pulling the content from an RSS newsfeed into a web site.
Related terms: aggregator, blog, podcast, RSS.

Theme - A Drupal term; it is the default layout for a website.
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URL - Stands for Uniform Resource Locator. A web site address, for example:
http://www.example.com/this/is/a/url.html.

Web 2.0 - A new way of thinking about the web which provides tools and functionality for
publishing, collaboration, and information access that normally existed only in the realm of
desktop computing with software packages like Microsoft Office. Sometimes called "web as

platform."”

Widget - A prebuilt piece of code that interacts with a third party website(s) to provide added
functionality to a website. Sometimes referred to as a Gadget.
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WRITING FOR THE WEB - TIPS
[0 Use hierarchy to structure relations among information units.
[1 Use bullet lists instead of paragraphs.
[0 Use concise and factual sentences.
1 Proofread everything twice!
[ Update your pages frequently.
[0 Make sure all links are hot!
[1 Provide useful, specific information.
[1 Use bold text sparingly and use italics for emphasis.
1 Avoid using “smart quotes” and auto hyphens.
L1 Avoid jargon and use terminology familiar to the user.

Useful References

Writing for the Web by Jakob Nielson
http://www.sun.com/980713/webwriting/

Writing for the Web by Daniel Will-Harris
http://www.efuse.com/Design/web writing basics.html

10 Tips for Good Web Writing by Jennifer Kyrnin
http://webdesign.about.com/od/writing/a/aa031405.htm

e-branch in a box

Page 8


http://www.sun.com/980713/webwriting/
http://www.efuse.com/Design/web_writing_basics.html
http://webdesign.about.com/od/writing/a/aa031405.htm

vision

Step 1

Step 2

LOG IN

Navigate to the URL for your e-branch site

Click Login link

*The link may have a different name if you have renamed it

e-branch in a box

AcTRsRniEy Coondact Lis SoaTh
* Test Site *
On Qur Site Woelcome to Qur Library! LILI Services
» Fnd Boois R T i » LiLl Distanasss -
= Our ibrary’s mssion & 10 snhance the ives of our commundy members by prowicing access 1o nfomasion snd promoting oy v
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i f:"‘:rr SETWCES o LI Un ke - Bng
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= Bing Tpcariod Pagiila Mo s BT GElTes DT Bars: S alnrdui ol i moks adestas. Bhamm m St Ak, Gul Boaass bl fam it
& HERrs & DEBschions sid dolor Sed (arus et venenabs af portior et aucior id, lorem Quisque &u dam Pelleniesque condimenium nula nee diam
» POCES in tspritaes muits i pede. Phaseis bt dal suipulsie dam. Ousgees oms m, semscnp nes, suipulsls viae, sesme inodin @
—— . - Funond by
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ag winfend Elam al donr ¢y ipsam comaks b | Coner 1 Que B5i HNPR News
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= TR R CLrESILT UMA s, S Ml B, B0l sed, nuils to Canas
TFing 1 P e oot Markets, memresd
f—- Haan
Ousgee nunc 1em. molls siefend. dapitus id. Commooo non_ ipsum = rani Pnacn

Antean ul-sapen Quisgue i il slemenium & obors egel, Yweima in, dam Pnasaius oo

Last updatesd March 23, 2005 - 1°32pm by samn

Foicioly Remove
Jewmh Sgusiery

more

NPR Books

& loveksd Gofdon's
Fersonal Memor
i Hiad Wana

« Edutation
Eecrely Prefen
Sairmame Ercagesr
Farz

more

Step 3

Step 4

Q Fal the IErary!
123 Easy 595 IO BT | (200 555-5555

Login

Enter Username and Password

Click Log in

User account
Log in Request new password

Username: *

Enler your * Test Sie * usemams

Password: ° ;‘ﬁ
Ener ihe passwond nal ccompanies your usemame

(Login ]
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CHANGING PASSWORD AND UPDATING E-MAIL ADDRESS

Step 1

When viewing the default screen upon login, click edit to enter Edit Mode

demo
Wiew Edit
History

Blog \
i
Wiew recent blog entnes ¥

Membier for
1 year T weaks

User Info

Hame
Cremno Account

Title
Demo User

Track page visils

Step 2
sent to

Enter the e-mail address to which you want messages from the public to be

—Account information

E-mail address: "
demo@example com

A valid e-mail address. All e-mails from the system will be sent 1{%“& e-mail address (s not made public and

will only be used If you wish to receve a new password or wish to receive certain news or notifications by e-mail

Page 10



vISION e-branch in a box

Step 3 Enter your password in the Password text field and confirm it by entering
in the password a second time in the Confirm Password text field

—Account infformation

E-mail address: ~
demo@example com

A valid e-mall address. All e-mails from the system will be sent to this address. The e-mail address (s not made public and
will cnly be used If you wish to receive a new password or wish to receive certalin news or notifications by e-mail

Password:
<§

Confirm password;

]

Tochange the current user password, enter the new password in both nelds

Step 4 Option: Check the Personal Contact Form checkbox if you wish to

allow logged in users to contact you or other staff members.
* A description about what this is used for is listed on the page

— = Contact settings

00 Personal contact form

Albow other users fo contact you by e-maill via your personal contact form. Nole thal while your e-mall address is nol made
public 1o other members of the Cﬂll‘f'll'l'lliﬂli:.' |;’3IF'I'|'=|EQE.'II users such as site administralors are able to contact YO Evien i o
choose not 10 enanle 1his featune

Step 5 Select the Time Zone for your library

- = Locale settings -

Time zone:

Tuesday, August 7, 2007 - 09:47 -0500 b
Select your current local time. Dates and times throughout this site will be displayed using this time zone

Step 6 Click SUBMIT at the bottom of the page to save the changes

| Praview | [ Submit I{.LE
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UPDATE USER INEO

Step 1 Enter Edit Mode

demo

View = Edit gy Track page visits |

History

Step 2 From the account page, click on User Info

demo
View Edit Track page wisils

Account ﬁeﬁw Liser Info

—aAccount information

E-mail address: *
demo@example.com
A valid e-mail address Al e-mails from the system will be sent to this address. The e-mall address is not made public and
will only be wsed if you wish o receive a new password or wish to receive certain news or notifications by e-mail

Password:

Confirm password:
|

To change the current user password, enter the new password in both fields

— = Contact seftings

I Personal contact form

Allow olher users 1o conlacl you by e-mail via your personal conlact form. Note thal while your e-mail address is nol made
public 1o other members of he community, privileged users such as sile administralors are able 1o conlact you even If you
choose not 1o enable this feature

= Locale settings

Time zone: _ _ -
Tuesday, August 7. 2007 -09:47-0800  [w|
Select your current local time. Dates and times throughout this site will be displayed using this time zone.
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Step 3

demo
View

Account settings

User Info

Name: "
Demao Account

Title
Dema User

Phone:

shown publichy

Step 4

Your real name. The content of Ihis field i5 kepl private and wlllﬁﬁubllm
Your position or tle. The content of this field is kepl private arirﬁw pubilicly
Phone number where you can be reached ﬂurlng business huuﬁm this field is kept private and will nol be

e-branch in a box

Enter your Name, Title, and Phone Number
* All of this information is not publicly visible and is used primarily by the ICFL for site contact information

Edit Track page wisits

User info

Click Submit at the bottom of the page to save the changes
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Step 1

Step 2

Login

e-branch in a box

ENTERING INTO EDIT MODE

* |f you have logged in previously, the administrator menu will be available to you

Either Create a New Page OR Edit an Existing Page

A. Creating New Pages
To Create New Content by Navigating to Create Content and
Selecting the Type of Content you want to Create

create content
Choiesa the appropnate fem from e st
demo —
> My blog ey et s o e skl
Book page
p Create content .:‘L'E:h 15 & collabaratve wilting efoit wsers can collaborate witing the pages of the boak, positioing the
pages in the nghl order, and reneswang or modiforg pages presmousty w:"l!!rr S0 when you hivv some
» My account{ L e o ks e ke e
. Image
bk Ei[jﬂ"ll ni Ster g."'.u riage Cwith thumbeail). This is ideal for publshing pholographs of screenshols
Page
o Lﬂg out ? Use pages for sngle-pape standalone conbent such a5 & copyright stalemenl pape
Pl
Usa pols 1o add single question suraeys 1o your site
B. Editing Existing Pages
Navigate to the page you want to edit and click Edit
view | | Edit W7 Track
2
Step 3 Scroll down the page to the Body section to begin editing/adding content
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ADDING/MODIFYING PAGE TITLES

Setting a page title in the e-Branch in a Box system is required because it uniquely
identifies pages in list items, is used in internal searches, and optimizes your search
results on external search engines such as Google, Live, or Yahoo.

* Test Site *

Home

On Our Site | am a Page Title @ LiLI Services
o Find Books View Edit Outline™ | Track + LiLl Databases -
s Adult Services . . dacCess magazine

Test Page aricles free
o TOLN SRDRe « LiLl Unlimited - find
v About Us 4 reads books locally and
e Blog worldwide
s Hours & Last updated: September 23, 2007 - 9:17am by
Directions demo @
« Policies Funded by
Step 1 Enter Edit Mode
Step 2 Enter text to describe the page in the Title text field
Note: Items with a red asterisk (*) indicate that the field is required
Title: “gv.
-
Step 3 Click Submit at the bottom of the page to save the changes

[ Preview | [_Submit | (E
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THE WYSIWYG TEXT EDITOR
*What You See Is What You Get

The Drupal system is heavily biased toward text and text manipulation. However, the
ICFL realizes that e-Branch users will want to put images and colors into their sites to
make them visually appealing. Since ICFL doesn't expect everybody to be HTML gurus,
the e-Branch in a Box project uses the open-source, WYSIWYG, TinyMCE editor. This
editor provides a Microsoft Word-like interface and automatically creates the underlying
HTML code. One word of caution, WY SIWY G editors can be prone to error and are
restrictive if you want to go beyond the use of text.

Body: °

B r == A-" - Famal- |» |-Fork famik - w || - Foril size ~ ] - Shides - [
wn. — [l 2 28 25

ERALL 2O Em

For users who find this interface cumbersome, it can be turned off. If you decide to go
this route, the system will allow you to enter in plain text or HTML code into the body
field. If you do not know HTML, the organization that writes the HTML standard, the
World Wide Web Consortium, has free online tutorials (http://www.w3schools.com).
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BUTTON DESCRIPTIONS

B — Bolds the text

I — Italicizes the text

— Bulleted List

% _ Text Background

= _ Numbered List A _ Text Color
Color
[~Fomat - [v] _ Converts _ _
selected text into HTML | - Font famiy - [se] _ ~Font size - (%] _ Converts

paragraphs (<p>), headings
(<h3>, <h4>, <h5>, <h6>),
addresses (<address>), and
preformatted (<pre>)

Converts the selected text
into the selected font (Arial,
Times, Comic Sans, etc. )

the selected text into the
desired font size (8pt —
36pt)

I-- Styles - | % _ ApplIES
various styles to selected
text (boxes, positioning, and
text styling)

— Undoes last action

™ _Redo an Undo

— Create Hyperlink

— Remove Hyperlink

—View HTML code

— Creates a Horizontal line

— Show/Hide Invisible
elements

— Full Screen Mode

—Find

“% _ Find and Replace

— Insert New Table

— Table Row Properties

— Table Cell Properties

+H3

3 — Insert Row Before
Selected Row

Fa Insert Row After
Selected Row

=" _ Delete Selected Row

T Insert Column Before
Selected Row

— Insert Column After
Selected Row

— Remove Selected Column

— Split Merged Cells

— Merge Selected Cells

— Paste From Word

— Paste

— Copy

— Cut

— Remove Formatting

— Clean Up Messy Code

— Insert Special Character

— Help

— Edit Image

— Insert/Upload Image
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THE PATH ATTRIBUTE

The WYSIWYG Editor does not display the underlying HTML code to the screen, but
rather displays a representation of what the finished page will look like. Sometimes,
setting and resetting the various styling elements can add extra code that will cause the
page to display in an unexpected manner. One way to get a visual clue without learning
HTML is to look at the Path at the bottom of the editor area.

Body: °

B 7 =i A '*f-|--an-ml -~ | | - Fork famik - w || ~Fant size - [ | - Shdes - |
v — [af] 2 28 %5

BB ek 2 JOE @

No matter what element the editor sets, it will be represented in the path. Some of the
more common items that will be displayed in the path are paragraphs (p), bulleted
list/'unordered list (ul), numbered list/ordered list (ol), list items (li), bold/strong (strong),
and italics/femphasis (em). The colored boxes and positioning styling are listed as spans.
Also, by clicking on the individual name elements in the path, this ensures that the entire
underlying HTML content gets selected and overwritten when making a change.
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GETTING STARTED WITH THE TINYMCE

BOLDING TEXT

Step 1 Enter Edit Mode
Step 2 Select desired text
Step 3 Click Bold icon
B,J (=i A-W = | - Format~ [ ]| - Fonk ammily - [%]] - Font size - ||| - Styles -~ [+

doo coem — [ 08 th | 20| | |
M BEaa 2 IN @ %
Step 4 Click Submit at the bottom of the page to save the changes

.-"'ﬂ'_
| Preview | | Submil | @& ==

REMOVING BOLD TEXT

Step 1 Enter Edit Mode

Step 2 Click on the text to remove the bold text

Step 3 In the path, click STRONG to select the entire bolded item
D

Path p :5hum£

Step 4 Click Bold Icon

Bol = i A-% = | - Format [+ ]| - Fant Earmily - [%]] - Font size - ||| - Styles - [+

Voo i —[ED @G H| S | | |
By s 2 FN @ EE

Step 5 Click Submit at the bottom of the page to save the changes

[ Praview | | Submit | & —
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ITALICIZING TEXT

Step 1 Enter Edit Mode
Step 2 Select desired text
Step 3 Click Italics icon
B I,=iZ A-¥ = | - Format [ ]| - Fant Earmily - [%]] - Font size - ||| - Styles - [+

» oo — [ 88 %k A | | |
RBAiCINe E2m
Step 4 Click Submit at the bottom of the page to save the changes

[ Praview | | Submit | & =3

REMOVING ITALICED TEXT

Step 1 Enter into Edit Mode

Step 2 Click on the text to remove the italics

Step 3 In the path, click on EM to select the entire italicized item
N

Fath p rcmg.

Step 4 Click Italics icon

B F.:— iz A . 3 vl - Farmat - [v]l - Font Farnily - [v]l - Fant size -- [V]I - Syles - [+

boion —[ED 0 %o | | | |
By s 2 FN @ EE

Step 5 Click Submit at the bottom of the page to save the changes

[ Praview | | Submit | & —
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e-branch in a box

CREATING A LIST WITH BULLETS

Enter Edit Mode
Position the cursor at the point where you want the Bulleted List

Click Bulleted List icon

B J i=g= A-W = | - Format [ ]| - Fant Earmily - |3 || - Font size - [3]| - Styles - [+

JHTML —EI Y h:r _‘|?| | |

B s 0@ X

Step 4

Step 5

The editor will now have a bullet item (li) on the page. Type in the desired
text and click enter to start another bullet point. When done adding
bullets, click the Bulleted List icon once again to end the list.

Click Submit at the bottom of the page to save the changes

el

| Preview || Submit & =

Step 1
Step 2

Step 3

FPathr ul = b

Step 4

Step 5

REMOVING A BULLETED LIST ITEM

Enter Edit Mode
Click on the bullet point to remove

In the path, click on LI to select the entire bulleted item

[/

Use Delete or Backspace on the keyboard to remove the list item

Click Submit at the bottom of the page to save the changes

[Praview. | [Submit | & =5
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REMOVING AN ENTIRE BULLETED LIST
Step 1 Enter Edit Mode
Step 2 Click on one of the bullet points in the list you want to remove
Step 3 In the path, click on UL to select the bulleted list
D
Pathc ul 3 b
Step 4 Use Delete or Backspace on the keyboard to remove the list
Step 5 Click Submit at the bottom of the page to save the changes

.--"-"_ e
| Praview | [ Submit | & ==

CREATING A LIST WITH NUMBERS

Step 1 Enter into Edit Mode

Step 2 Position the cursor at the point where you want the Numbered List
Step 3 Click Numbered List icon

B 7 = (oA - W[ Fomat- [w][-Fortfamily~  [s]] - Fontsize - [se]] - Styles — [s]

wy— [ = g 05 | | |
BBRLL QI 0 xm

Step 4 The editor will now have a numbered item (li) on the page. Type in
desired text and click enter to start another numbered point. When
done adding bullets, click the Numbered List icon once again to end the
list.

Step 5 Click Submit at the bottom of the page to save the changes

| Preview || Submit & =
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REMOVING AN ITEM WITH A NUMBER

Step 1 Enter Edit Mode

Step 2 Click on the numbered bullet point to remove

Step 3 In the path, click on LI to select the entire numbered item

Path ol ng :

Step 4 Use Delete or Backspace on the keyboard to remove the list item

Step 5 Click Submit at the bottom of the page to save the changes

.--"-"_ e
| Praview | [ Submit | & ==

REMOVING AN ENTIRE NUMBERED LIST

Step 1 Enter Edit Mode

Step 2 Click on one of the numbered bullet points in the list you want to remove
Step 3 In the path, click on OL to select the numbered list

Path uér

Step 4 Use Delete or Backspace on the keyboard to remove the list

Step 5 Click Submit at the bottom of the page to save the changes

| Preview || Submit & =
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SETTING THE FONT COLOR

Step 1 Enter Edit Mode
Step 2 Select desired Text
Step 3 Click on the Font Color icon
Step 4 Select the desired color from the palette
Body:
B I iz ,'E-'_ﬂ:;ﬁ. '-_'K '| = Foimat -~ | ] Font lamib - b | Ford size - | | Siyles - w
o  ENEEEEEE |

S . il EEERER
G35 A mpEeEenam
I MOCNENEE

o

Step 5

Click Submit at the bottom of the page to save the changes

| Praview | [ Submil {/—_'—;
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REMOVING THE FONT COLOR
Step 1 Enter Edit Mode
Step 2 Click on the text to remove the Color
Step 3 In the path, click Span to select all the colored text
f;?‘u
Path p = anan[/.
Step 4 Click Remove Formatting (Eraser) icon

*Note: Depending on your browser, this may remove all the formatting on the page. Also, there is a bug
in Internet Explorer that will not remove the font color. To get around this, click on Span (see step 3) and
delete the text, then reset the color as desired.

B I = i= A".',—If{'[--Fmrd-- Iv‘l--Fl:lnII.:u'ni','— s | - Font size - | [--Sls..b.'.;-- W

4 ] 11 R | | !
ALK 200 2@

Step 5 Click Submit at the bottom of the page to save the changes

i "---I'—
[ Praview | | Submit | & —
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SETTING THE FONT BACKGROUND COLOR

Step 1 Enter Edit Mode

Step 2 Select the desired text

Step 3 Click Font Background Color icon

Step 4 Select the desired color from the palette

Body: *
B I - I= ﬁqif’,-_’f*!--i—'nn‘nat-- o I--Funlfa'rrl,p— w |—F|:ﬂtsee— w || = Stylag = v
" _ _EEEEEEEN

4 Y mEemEmEE
B s 2 EEEEEEEE
| EEOEEENE

EEOOCOREC

Maore colors
L

Step 4 Click Submit at the bottom of the page to save the changes

=
[ Preview | [ Submit | &€ =

e-branch in a box
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REMOVING THE FONT BACKGROUND COLOR

Step 1 Enter Edit Mode

Step 2 Click on the text to remove the Background Color

Step 3 In the path, click Span to select the entire colored region

7.
Path p = 5|:I-:||'I£/.
Step 4 Click Remove Formatting (Eraser) icon
* Note: Depending on your browser, this may remove all the formatting on the page

B 7 :=i= A-%-[_Fomst- [a|[-Fontlamiy - v | - Fonk size ~ [w] - Siydes - 'H'
9 S —[Faauo) o ) | |

AL 200 2@

Step 5 Click Submit at the bottom of the page to save the changes

-
[ Praview | [ Submit | & ==

e-branch in a box
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CREATING AN INTERNAL/EXTERNAL LINK

Step 1 Navigate to the page that you want to link to
Step 2 Copy the URL for this page
Step 3 Enter into Edit Mode on the page where the link is to be added
Step 4 In the Body section, highlight the wording to be used as the link to the
other page

Step 5 When the wording is highlighted, the “link” picture becomes available
Body: *

B I = i= %7 - | Patagraph | W | - Fant farmly - we || - Fonl sze ~ || - Siyles - -

) L= 2 _—ﬁ J H 'L',. j

WAL ALY N0 2

[ am an example of a Hyperdink

Pathc p
Step 6

Step 7

Step 8

Step 9

Step 10

Click Insert/Edit Link; a new window will pop up

Paste the URL into the “Link URL” box

Option: Fill out the Title textbox. This will create a “tooltip” (tooltips
are the dialog boxes that appear when hovering over a hyperlink) for the
link.

Click Insert

Click Submit at the bottom of the page to save the changes
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REMOVING A HYPERLINK

Step 1 Enter Edit Mode

Step 2 Click on the Hyperlink to be removed

Step 3 In the path, click on A to select the entire hyperlink

Path p = a

Step 4 Click Unlink Icon

B 7 S A- % -[Pasgaph [w[-Fortfamiy- [~ Fontsze - [ -Stes - =
9 [5]Ee—[ @ A |
s L XSO Em

Step 5 Click Submit at the bottom of the page to save the changes

[ Praview | [ Submil (—_'_q
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CUTTING AND PASTING FROM OFFICE APPLICATIONS

Programs like Microsoft Word, Open Office, and Corel WordPerfect can add extra,
unwanted code when you cut and past directly from them. This extra code can lead to
undesired behavior in the TinyMCE editor and should be stripped out prior to adding
them to the e-Branch site. The TinyMCE has a built in utility that will take care of this
for you.

Step 1 Copy the desired text
Step 2 Enter Edit Mode
Step 3 Click on Paste from Word icon
B 7 == A-2-[-Foma— [w]|-Fortlambe~ |- Fortsize~ (]| - Siles— [w
v — i) O 34 25

I
S an 2 Jil e 2R

Step 5 Click Submit at the bottom of the page to save the changes

.-"'-.'_ sieeeet
[ Praview | [ Submit | & ==
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UPLOADING AND\OR ADDING A PHOTO

Step 1 Enter Edit Mode
Step 2 Click Add Image icon
B I 2 A-®-[-Foma- [wl-Fortiamly- [ ~Fontsze- w/[-Sties- ]
ﬂrn—@ﬂlﬁh;w | B |
AL AIIO0EZm
Step 3 When placing an image on the page that has been uploaded previously,
Skip to Step 11
Step 4 Click on Upload to transfer an image file to the server
: Bl |
i hispe [idwes i cogfwtenjall e php fgmng st dowd brymce -
| Canced
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Step 5 Give your image a Title
* The Title field is used for accessibility purposes (HTML alt tag). The title attribute should be as descriptive

as possible and should describe the image. For example, if you have an picture of an owl, using Owl as the
title is less descriptive as White Snowy Owl Perched on a Branch in a Fir Tree.

e i e ften el poph g _srst el ibryrece »
Upload: Fil in the form bstow 10 upload 3 new image | start over |
Imiage: | || Frorwm.

Click "Browss " 1o salect an mage fo uplogd
Image Galleries: | <nons» E]

Body
|Dore & Interrat & 0w - z
Step 6 Click on Browse
£ hitpe jiders b crg atten adicde php g ey st ol (bnymce = »
Upload: Fil in the form batow 10 upload & new image. |_start over |
Title * -
Imuge: | || e,

Click "Browsa "~ 10 salect an maga o upload
Image Gallerien. | <nors> |

Bady

| &
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Step 7

Step 8
Step 9

Step 10

e-branch in a box

Browse to and Single click on the image that you want to upload

[ R )~ |

Loskcin Ir i My Compias

] O @

[ ey —r
e Lol D (121]
My Recerl  (ahDVO-RW Drive :)
Documents |

e
e,

Wy

8

Wy Compuber

e name:

Al Films

My Mestwose  Fles ol b

Click Open

Click Submit

Option: From the drop-down list, choose a gallery to place the image

£ i iems. B org/weiws/al el by e ssmmt Ao brryrece

Popte s o o s

Txki [opbional):
mdr

Your
ImagE l“-ﬂ.'ﬂﬂ.". i=mtianali

Here

s

=]

Link= Kot @ link

|mpry modE I_‘rrHLtr:Ell L

|.|ﬂl||‘.1 _i

Egze: (ong DOOE, max CA0RE40] lhul'l'\ll.'d'hli Ef 'l.&
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Step 11 Image Sizing: By default, the system will create and use a thumbnail
sized version of the image. From the size drop-down list, choose the size
desired.

Options:

e Thumbnail — A scaled down version of the original sized image
e Preview — The image at its original, full sized proportions
e Other — Allows you to define the size desired

# hitee jideme, i org/srtewal irde php Yo _seest zad fbrymce v
Prapenies Changs how the image 15 daplayed | Start Over |
[¥our kmage has been created. |
Tiehs [optional):
'\Tl'nur ILEL
|mﬂgE Dwacriphian festionalji
HETE I Bxa: (org BExOE, max GA0READ] | Thu el "_ :I
ada
Link=  Fat @ link | vy
Imspdirt madmy | HTHL Coda _"-l
“Cancal
jpwe & Inizret 4 0o -
Step 12 Image Positioning:

' Add image - Windows Interret Explorer =0 e
£ hispejidens il ong/stesall irdec php Agmmg_sestload fbrymce i
Propenties Changs how the image |8 dsplayed | Start Over |
|¥our kmage has been created. |

Ttk [optianal)
\Trnur ILEL
||T|.HQE- Dmacription festionaljit
Here = AL P ey Alignmant.
| | u (mng w0, max P LU - T
E lmfe "
Link= Wt @ link EI right y
A
Traart msdmy | HTHL Coda | we] cante
[rga h"“‘
jpwe & Inizret 4 0o -

Alignment drop-down list allows image placement on the left, right,
or center of the page. This uses HTML’s float property which makes
the text automatically wrap around the image.
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Step 13 Option — Creating a Link to another page:

{8 ek mage - Widowes Intoert Explorer B |
| B e jdems i org/ertenjal irelex php Sy ssset foadbrymce v:':_
Propenies: Changs how the image 15 daplayed | start Over
[¥our kmage has bean created
Taie [optonal)
Your |
Owactiption {ostionall
Image Fren fene
HE-TE Alig n =gt
- Ezn: (ong BE=<00, max G40=E43] 0 [y :I
Linkz Kot @ link "\r‘l
Irepard E-iq i ime _=..i.ﬂ
T Conce
¥ Inizmet 0% - |

By default, the system does not create a hyperlink when an image is added.
In the Link drop-down list, a link can be established to the image page (i.e.,
A thumbnail image, can be set link to the full Sized Image), the link can be
set to open in a new browser window, or the link can be set to go to a URL.

Step 14 Click Insert

Step 15 Click Submit at the bottom of the page to save the changes

[ Praview | [ Submit (—_'—5
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WORKING WITH WEIGHTS

Weights allow you to position system-generated content into a different order. If a
weight can be applied to an element, you will see a drop down box that list allows you to

set a numerical weight.

Weight:
0 W

In the drop-down box you will see a scale of negative and positive numbers. Negative
numbers weigh less than positive numbers; therefore they rise to the top. Positive
numbers weigh more than negative numbers; therefore they sink to the bottom. So if you
want your new category to “float” to the top, give it a negative number. Or if you want it
to “sink” to the bottom give it a heavier positive number.

10 |
9

-8

-7

-6

-5

-4

3

2

1

0

1

2

3

4

5

6

7

8

0 W
D i

If more than one item has the same weight, then the system will order them in
alphabetical order. If multiple weights are applied to multiple items, then the system will
order them by weight first, and then alphabetize them after that. For example, if you
have apples set as -10, bananas set at 0, oranges set at 0, and pears set at -10 the items
would be ordered as follows: apples, pears, bananas, oranges.
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PARENT/CHILD RELATIONSHIPS

To manage how items are related to one another, Drupal taps into the power of
Parent/Child relationship hierarchies. Parent items are at the top, or starting point of the
hierarchy. When you want to associate similar items with the parent items, but want
them to be a level below, you create a child item. Child items can also be parent items.
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ADDING A PAGE TO THE MENU SYSTEM

Step 1 Enter Edit Mode

Step 2 Scroll down and click Menu Settings link

[~ = Menu settings

Title:
Find Books
The name to display for this menu link

Description:

The descripiion displayed when Novenng over a menu item

Parent item:
On Qur Site w

Weight:
E ("]
Optional. In the menu, the heavier tems will sink and the iEII'I[E':' ems will be F'IIIS."I!DI'IE'EI nearer the ‘fI:l;.'I

Check to delete this menu item

| You may also edit the advanced settings for this menu item

Step 3 Give the menu item a Title by filling in the Title text field. This

information will be used as the human-readable text people can click on.

Step 4 Option: Add a Description. The description is used to display a
“tooltip” (tooltips are the dialog boxes that appear when hovering

over a hyperlink).

Step 5 Select Parent Item
Step 6 Option: Set the Weight.
* For more information on weights, please refer to page 35 of this tutorial.
Step 7 Click Submit at the bottom of the page to save the changes
ol

[ Preview | [ Submit | & =5
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ATTACHING AND LINKING TO DOCUMENTS

Step 1 Enter Edit Mode

Step 2

Scroll down and click on File Attachments
— = File attachments

Changes made to the attachments are not permanent until you save this post. The first “listed” file will be
included in RSS feeds.

Attach new file:

Step 3 Click Browse

.FI‘hll‘plﬁld

e 8 Copr M O >3-
L8 3% Rocpy [A:)

s Lol Dk (1)
My Recerd L DVD-RW Drive %)
Doouments

-

=7

My Documents

Ky Computer

-

Fie name:

A ———
Mytewok  Fesoltpe e » [caxce ]
Step 4

Browse to and Single click on the file to be attached to the page
Step 5

Click Open

*The path and title of the document will appear in the Attach new file box
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Step 6 Click Attach

* When the document is successfully attached, the File attachments section will refresh and the hyperlink to
the document will automatically appear

* If the List Checkbox is checked, it means that the page will automatically generate a list of attached
documents.

= File attachments

Changes made to the attachments are not permanent until you save this post. The first "listed"” file will be
included in RSS feeds
Delete List Description Size

] ] testdoc 0 bytes

Fittg:ffdema i orgiTlesfdemo/iest doc

Attach new file:

Browse..

Attach |

Step 7 Highlight the URL under the attachment name and “copy” it

* File attachments

Changes made to the attachments are not permanent until you save this post. The first "listed” file will be
included in K55 feeds.

Delete List Description Size
L) ¥ testdoc 0 bytes
ritte fidemo i org/Hles/demoeat dod
Attach new file:
Browse

Step 8 Create a hyperlink in the body section of the page, if desired

* see page 27 for instructions on creating a hyperlink

Step 9 Click Submit at the bottom of the page to save the changes

* Note: File Attachments will not be saved until the page is submitted

| Praview H Submit (I:_'—g
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CUSTOM URLS

Each page URL is uniquely assigned a “node” number and this information is appended
to the end of the page URL (libraryname.lili.org/node/<unique number here>). While
this numbering scheme works for the majority of situations you come across, there are
times when some pages need to be highlighted by a custom URL (also called Clean
URLS).

For example, for promotional materials you want to tie to the website, you can create a
unique, more readable, URL for the page. This should not be done full scale throughout
the site; rather, just to make access easier to the designated special pages. If your page
would benefit from a custom URL — i.e. libraryname.lili.org/services — the following
steps should be followed:

Step 1 Enter Edit Mode

Step 2 Scroll down and click on URL path settings
= URL path settings
Oplionally s el f"ljl_-"ru-ll ve URL by which this node can be accessed For example, ype "aboul” when writing an
aboul page. Useaay #e path and don't add a trailing slash or the URL alias won't work

Step 3 Type in the word you want to appear after the / in the URL

Step 4 Click Submit at the bottom of the page to save the changes

=

[Preview | [Submit | & =5
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SCHEDULING A PAGE TO AUTOMATICALLY PUBLISH/UNPUBLISH

Step 1 Enter Edit Mode

Step 2 Scroll down and click on Scheduling Options
» acheduling ophions
Publish on:
Format. 2007-08-13 14:41:50. Leave blank to publish on the time of form submission
Unpublish on:

Format 2007-08-13 14:41:50 Leave blank to not unpublish this node

Time zone:
Monday, August 13, 2007 - 1241 0800  |»
Zelect the time zone to (un)publish in

Step 3 Enter a date in the Publish on box. Be sure to include date and time in the
format shown in the example on the screen. If the box is left blank, the
announcement will be posted immediately

Step 4 Option: Enter a date and time in the Unpublish on box. Again, pay

attention to the format of the date and time.
*Note: It is possible to post something for immediate viewing and to schedule a removal date

Step 5 Click Submit at the bottom of the page to save the changes

.-"'--'__
[ Praview | | Submit | & —
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Step 1

Step 2

EDITING ONLINE CONTACT INFORMATION

e-branch in a box

Find the Contact Us link on your site and click on it to bring up the
site-wide contact form to get an idea of what the form looks like

Contact Us

Yol can leave 8 messape using e cantad Rom below

Your name: *

Yaur &-mail address:

Subject:

ldessage:

St &-misdl

Click Administer >> Site building >> Contact form

demo
o My blog
» Create content
o My account

~ administer
v Content
management
ite building
demo = Blocks
My blog e¥Contact
» create content form
o My account = Menus
administer = Modules
ontent = Themes
sﬁganagement » URL
v Site building aliases
demﬂ r Site + Site
My blog configuration configuration
ate content v User v User
e~ ccount management management
Ny v Logs » Logs
v administer « Help o
o MElp
« Log out + Log ot . Log out
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Step 3 Click Settings tab, then edit the message in the Additional Information
text box so it displays the correct information on the site-wide contact
form.

Contact form

List Add category Settings

This page lets you sefup yo

de contact form. To do so, add one or more categaones. You can associate
different recipients with ea

ory to route e-mails to different people. For example, you can route website
feedback to the webma irect product information requests to the sales depariment. On the settings page,
you can customize the infofMation shown above the contact form. This can be useful to provide additional contact
information such as yvour postal address and telephone number

The contact module also adds a menu item (disabled by default) to the navigation block

[more help...]
Category Recipients Selected Operations

Guestions or Comments i@hbranes idaho.govMo edt delete

Contact form
List Add category Setlings

Additional information:

You can leave a message using the contact form below.

Information to show on the contact page. Can be anything from submission guidelines to your postal address or telephone
number

e

Hourly threshold:
3 [
The maximum number of conlact form submissions a8 user can perform per hour

Enable personal contact form by default
Default stalus of the personal coniact form for new users

|_Save configuiation | | Resetto defauls |

Step 4 Click Save Configuration when finished making changes

Step 5 To verify the changes were made, find the Contact Us link on your site.
You should now see the changes made to the site-wide message.
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ADDING ADDITIONAL CONTACTS WITH CATEGORIES

Step 1 Click Administer >> Site Building >> Contact Form and then click on
the Add Category tab

* see Editing the Online Contact Information section for screenshots

Contact form

List Add category Settings

This page lels you selup your sil comact form. To do so, add one or more categories. You can associate
different recipients with each r.zil'h_ oute e-mails to different people. For example, you can route website
feedback to the webmaster and nimé?h_ saduct information requests to the sales department. On the settings page
vou can customize the information shown above the contact form. This can be useful to provide additional contact

information such as your postal address and telephone number

The contact module also adds a menu item (disabled by default) to the navigation block

[more heip.]
Category Recipients Selected Operations
Cluesfions or Comments il@hbranes.idaho.govMo edit delete
Step 2 Fill in the Category and Recipient boxes. The Auto-Reply is optional.

Category can be the name of the department or perhaps the name of a
person.

Recipient is the email address or addresses of the department or person.
* Note: You must enter something in any box with a red asterisk (*).

Auto-Reply will automatically send out a response message to the e-mail
address that is provided by the person filling out the form

Example:

Category: Reference

Recipient: demo@your.email
Auto-Reply: [This is optional, no asterisk]
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Contact form
List Add category Settings

Category: *

it

Example: ‘website feedpack’ or 'product information’

Recipients: *

Example: ‘webmaster@example com' or 'salesi@example com support@example com'. To specify multiple recipients, separate
each e-mail address with a comma

e

Auto-reply: @

Optional auto-reply. Leave empty if you do not want to send the wser an auto-reply message

el
Step 3 Option: Set the Weight of the category
* See the section about Weights on page 35
Weight:
0 W

When listing categories. those with lighter (smaller) weights get listed before categories with heavier (larger) weights
Categories with equal weights are sorted alphabetically

Step 4 Option: Make a category the default
* this is used when there is more than one category
Selected:
Mo =

Set this to Yes if you would like this category to be selected by default

Step 5 Click Submit at the bottom of the page to save the changes
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FINDING, EDITING, AND DELETING NODES
Step 1 Click Administer >> Content management >> Content
demo
® My blog
¥ create content
® My account
T administer
T Content
management
® Books
. Categories
% Content
demo * News
aggregator
® Post
seftings
® RSS
, publishing
Content t ° Sparch
X rﬁ”_?”igﬁ;’?e” content
i S!te Hiding } Site building
demo cc;neﬂ uration " Site :
My blog , Userg configuration
t tent ¥ User
.cgount > Logs F Logs
v administer ° Help ° Help
o Logout ¢ Log out ® Log out
Step 2 Option: By default, Drupal will display all of the nodes that have been
created. To narrow down this list, you may apply Filters
Content
Show only items where
@ status is  published -
o type Blog entry -
o category Graphics -
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The Status Filter will allow you to filter the node listing by published, not
published, promoted, not promoted, sticky, or not sticky statuses.

Content
Show only items where
@ status is  published -
© type not published
) promoted
0 category not promoted
sticky
not sticky

The Type Filter will allow you to filter the node listing by node types.

Content
Show only items where
@ status is  published -
@ type Blog entry -
D category Book page
Image
Page

Poll

The Category Filter will allow you to filter the node listing by taxonomy.

Content
Show only items where
© status is  published -
@ type Blog entry -
@ category Graphics -

Ima Galleries

FPhotos

Page 48
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Step 3 Select the desired node from the list by clicking the checkbox to the left of
the page title.

[] Title Type Author Status Operations
Clege-£ccessibility Information Page admin published edit

[ "“Sgouth Services Book pageadmin published edit

1 Find Books and Other Library Materials Book page admin published edit

[ Paolicies Book page admin published edit

E Tiny LiLl logo Image demo  published edit

[ LiLl logo Image demo published edit

£ Hours & Directions Page admin published edit

[ About this Blog Thing... Blog entry admin  published edit

To select the entire list, click the checkbox to the left of Title

[ j?-u-:\[itle Type Author Status Operations
1 “RMccessibility Information Page admin  published edit

[  Youth Services Book pageadmin published edit

[ Find Books and Other Library Materials Book pageadmin published edit

[ Policies Book page admin published edit

E Tiny LiLl logo Image demo  published edit

[ LiLl logo Image demo published edit

1 Hours & Directions Page admin published edit

[ About this Blog Thing... Blog entry admin  published edit

Step 4 Select the desired action from the Update options dropdown list
Update options
Publish - | Update ]

Unpublish

Promote to front page
Demote from front page
Make sticky

Remave stickiness
Delete

Step 5 Click Update to save the changes

Update options
Publish -
]

Page 49



e-branch in a box

ADDING A HYPERLINK TO THE MENUING SYSTEM

* without creating a page

Step 1 Click Administer >> Site Building >> Menus

demo

= My blog

v Create content
= My account

~ administer

v Content
management

+ Site building
o Blocks
Contact

= form
demo o Menus
» My blog o Modules
v Create content
s |hemes

o My account

administer @ URL
) ontent aliases
anagement :
g y Site

Site buildin .
demo e ° configuration
My blog configuration vy User
N ate content » User management
management
ccount v Logs
) . v Logs
» administer « Help = Help
s Log out o Log out s Log out
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Step 2 Find the menu you want to add a menu item to. Click Add Item
* Note: This will automatically set the parent item for you

On Our Site

« Edit

+ Delete

« Add item
Menu item Expanded Operations
Find Books editdisable delete
Adult Services editdisable delete
Youth Services editdisable delete
About Us No editdisable delete
- Board of Trustees editdisable delete
- Friends of the Library editdisable delete
Blog editdisable delete
Hours & Directions editdisable delete
Policies editdisable delete

Step 3 Enter in the Title for the menu item

* Note: The Title is what is displayed to the user

Title: *
The name of the menu item g E

—

Step 4 Option: Add a Description to the menu item

Description:
The description dizplayed when hovering over a menu item

Step 5 Set the Path. The path is the URL that you want to point to.

Path: "

The path this menu tem links to. This can be an internal Drupal p o) a5 ) oadefadd or an external URL such as
htipsdrupal org. Enter <fronf= to link 1o the front page
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Step 6 Option: Set the Weight

* For more information on weights, please see page 35

Weight:
0 |w .
Dphnrml In = ¥ Ll & meavier lems will sink and thea :ugnrnr items will Da po:«:.nnnm neaner the TI:IF.-

Step 7 Click Submit at the bottom of the page to save the changes
[ Submit (5
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POSTING TO YOUR BLOG

Step 1 In the administrator menu, click My blog

demo

o My blog

» Create cowgnt
o My account

v Categories

» administer

» Log out

Step 2 On the page that comes up, you will see a list of blog posting that you have
created previously. To add a new post, click on Post new blog entry.

demo’s blog

+ Post new blog entry.
iy

'

Step 3 Enter a title for the blog entry in the box beneath “title.” Titles should be
descriptive of the content, much like a headline.

Submit Blog entry

Title: *
Step 4 In Content Editor, type the content of the blog entry
Step 5 Click Submit at the bottom of the page to save the changes

.-""‘-'__
[ Praview | [ Submit | & ==
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DISABLING THE BLOG

Should your library choose not to utilize the blog at this time, it can be disabled. The
easiest way to do this is to disable the module that controls the blogging functionality.

Step 1

Click Administer >> Site Building >> Modules

demo

= My blog
» Create content
o My account

~ administer
» Content
management
+ Site building
a Blocks
o Contact
form
demo Menus
> My blog Modules
e || Temes
administer @ UR'—
- ontent aliases
S_f”zgﬁgﬂe”t v Site
» olle Dullaing i
configuration
demo » Site g
My blog configuration » User
ate content » User management
management
el =account J v Logs
-y v Logs Hel
v administer « Help o p
» Logout o Log out = Log out
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Step 2 Scroll down to the Core — optional modules section, and uncheck the Blog
and Blog API modules

* To enable the Blog, re-check the checkboxes

= Care - optional

Enabled MName Version Description
¥ Aggregator53dev  Aggregates syndicated content (RSS, RDF, and Atom
feeds).
e Blog 53dev  Enables keeping easily and regularly updated user web

pages or blogs.

>
e Blog APl 53dev  Allows users to post content using applications that

N support XML-RPC blog APls.

Step 3 Click Save Configuration at the bottom of the page to save the changes

[ Save configuration | (‘9

Note: This will not delete the blog entries that you have previously entered. Rather, it
simply disables these nodes. To permanently remove these entries, please see page 46.
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WORKING WITH RSS FEEDS

Click Administer >> Content Management >> News aggregator

demo
My blog
ate content
“wsccount
» administer
o Log out

* Content
management

* Site building

* Site
configuration

* User
management

* Logs
¢ Help

¢ Log out

demo

® My blog

* create content
® My account

T administer

T Content
management

® Books

® Categories
Content
W News

aggregator
® Post
settings
® RSS
publishing
® Search
content
* Site building
» Site
configuration

¥ User
management

' Logs
® Help
® Log out
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Two Sections:

e-branch in a box

Feed Overview: shows the feeds currently linked to the e-branch site.

Category Overview: shows categories of feeds on the e-branch site.

Feed overview

MNext

Title Items Lastupdate update Operations
e-branch Blog 0 items 5 hours 28 min 31 min 9 sec editremove
ago left items

Idaho Commission for 0 items 5 hours 28 min 31 min 7 sec editremove

Libraries Blog ago left items

NPR Books 10 5 hours 28 min 31 min 8 sec editremove
items ago left items

NPR Top Stories 16 5 hours 28 min 31 min 9 sec editremove
items ago left items

Category overview

Title Items Operations

Idaho Library News 0 items edit

NPR Books 10 items edit

NPR News 16 items edit

update
items

update
items

update
items

update
items
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EDITING CATEGORIES

Step 1 Click Administer >> Content Management >> News aggregator
* See page 55 for the screenshots of this menu location

Step 2 Locate the category that you want to change and click Edit

Category overview

Title ltems Operations
ldaho Library NewsO items edit
NPR Books 10 itemsedit
NPR News 16itemsedit
Step 3 Enter a new title in the Title textbox
Edit category
Title: *
NPR Books (\:X
Step 4 Change the Description to reflect feeds that will be categorized

Description: (\?

Book news and revrews from MNaticnal Public Radio.

Step 5 Click Submit at the bottom of the page to save the changes

o

[ Submit ” Delete]
[ .

o
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ADDING A NEW CATEGORY

Step 1 Click Administer >> Content Management >> News aggregator
* See page 55 for the screenshots of this menu location

Step 2 Click Add Category

News aggregator
List Add category Add feed Settings

sites and weblogs) publish their latest headlines and/or stories in a

ites can easily link to them. This content is usually in the form of an R3S
n standard). To display the feed or category in a block you must decide
feed or block and turning on the feed's block.

Thousands of sites (particular
machine-readable format so tha
feed (which is an XML-based syhd
how many items to show by editing th

[more help...]

Step 3 Enter in the Title for the new category

Step 4 Enter in the Description for the new category

Description:

Step 5 Click Submit at the bottom of the page to save the changes

E#
A
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ADDING A FEED
(Example: New York Times Book Reviews)
Step 1 In a separate browser window, go to http://www.nytimes.com/
Step 2 Scroll to the bottom of the NYT page and click on RSS. This feature is

available on many large sites as a service to help people easily locate the
RSS feeds they have available

Add Mew York Times headlines to your site
Add New York Times RSS Feeds _l.__

Step 3 In the list of feeds, locate the feed for “Book Reviews” and click on the
RSS button next to it. Depending on your browser, this page might look
like undecipherable code. On more modern browsers (Internet Explorer 7,
Firefox 2, Safari 2) the most current headlines will be displayed.

How to sign up for NYTimes.com RSS feeds

Click on the below content area(s) you're interested in subscribing to,
and follow the instructions to add to your news reader or your personal
My Yahoo! or My A0L page.

HEWS FEATURES
BUSINESS JLii] ARTS |RSS|
» Media & Advertizing ,|_ | » Dezign ,|_ |
» World Businezs ,|_ | » Music ,|_ |
» Small Businesz ,|_ | » Televizgion News ,|_ |
» Your Woney i AUTOMOBILES _ =
sDealBook = =0 EWGEEE A‘\\\/ .....................
.................................................... e \
e W ookreven RN
Step 4 Select the URL of this new page from the address bar up top and COPY it

& hth:u:,.’,.'u\'wu\'.nytimes.cu::m,.’serviu:Es,.'xmI,’rss,.’nyt,.'SundaannkRevieu\'.xml{ el |y | X

<
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Step 5 Return to the browser window that is logged into your e-branch site

Step 6 Click Administer >> Content Management >> News aggregator
* See page 55 for the screenshots of this menu location

Step 7 Click Add Feed

News aggregator

List Add category Add feed Settings

s) publish their latest headlines and/or storiesina
machine-readable format so that other sites can’ k ta them. This content is usually in the form of an RSS
feed (which is an XML-based syndication standard) isplay the feed or category in a block you must decide
how many iterns to show by editing the feed or block and turning on the feed's block

Thousands of sites (particularly news sites and'

[more help... |

Step 8 Add a Title to the title textbox

* For example, New York Times Book Reviews

Title: *
| |

The name of the feed; typically the name of the web site you syndicate-Jontent from.

Step 9 In the URL text box, paste the URL copied from the NYT site

URL:~
| <=

The fully-qualified URL of the feed.

Step 10 Select an Update interval. This indicates how frequently the e-branch site
will go look for new content at the New York Times Book Review

Example: 12 hours.

Update interval:
_‘I hour  + { 5
The refresh interval in fing how often you want to update this feed. Requires crontab.
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Step 11 Select a Category for this feed by clicking in the box by the category name

Categorize news items:
0 Idaho Library News "K
O NPR Books \/
0 NPR News

MNew items in this feed will be automatically filed in the checked categories as they are received.

Step 12 Click Submit to save the changes

o] &2

Note: The system will check for updates every 12 hours. You can manually request the
feed be updated at any time.

MANUALLY UPDATING FEED ITEMS

Step 1 Click Administer >> Content Management >> News aggregator
* See page 54 for the screenshots of this menu location

Step 2 Locate the desired feed in the list and click Update items
Feed overview ,&
Title ltems Lastupdate Next update Operations “_
e-branch Blog 0 items 19 hours 6 min ago 0 sec left editremove items update items
ldaho Commission for Libraries Blog0 items 19 hours 6 min ago 0 sec left editremove items update items
NPR Books 10 items 19 hours 6 min ago 0 sec left editremove items update items
NPR Top Stories 16 items 19 hours 6 min ago 0 sec left editremove items update items
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WORKING WITH BLOCKS
ADDING A BLOCK
(Example: for local news)
Step 1 Click Administer >> Site Building >> Blocks
demo
® My blog
* create content
® My account
T administer
* Content
& anagement
p. ite building
demo Blocks
o M.}, |D|OQ ® Contact
» Create content o form
o My account Menus
® Modules

administer .
) ontent ) Themes
anagement URL

» Site building aliases
v Site * Site
configuration configuration
v User * User
management management
o » Logs * Logs
» administer o Help ° Help
o Logout o Log out ® Log out
Step 2 Click Add block
Blocks
e | e S
Step 3 Enter in a description of your block in the Block Description text field

Block description: *

A brief description of your block. Used on the block overview page.
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Step 4 Enter in the desired content in the Block body

* Note: This text area can accept text, html, and code snippets

Block body:

The content of the block as shown fo the user

Step 5 Click Save block to save the changes

Save block (\:
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ENABLING, DISABLING AND POSITIONING BLOCKS

Step 1 Click Administer >> Site Building >> Blocks
* See page 62 for the screenshots of this menu location
Step 2 Locate the block that you want to work with in the listing
Block Region Weight Operations
Left sidebar
On Our Site lef sidebar ¥ 5 v  configure
Recent blog posts left sidebar +|(0 |w configure
Navigation lef sidebar +|[5 ~  configure
Right sidebar
Link to e-branch Help site night sidebar ¥ | -5 |« configure delete
Links to LiLl Portal Services right sidebar »| -3 v configure delete
Legal Resources for Idahoans right sidebar % ||-2 |«  configuredelete
Services for people with disabilities. right sidebar | 0 [»  configuredelete
Idaho Library News category latest items right sidebar v[o » configure
NPR Books category latest items night sidebar ¥ ||3 |« configure
NPR News category latest items fight sidebar v 3~  configure
Disabled
Author information <none> » |0 v configure
Book navigation <none>» v|0 v  configure
Step 3 To the right of the Block’s title, select the Region where you want to place
the block from the drop down list
<none>
left sidebar
right sidebar
Step 4 Option: Set the weight to position the block higher or lower in the

selected region
* See page 34 for more information on weights

Step 5 Click Save Blocks to save the changes
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ADDING ANOTHER SITE’S WIDGET
(Example: Weather)
Step 1 In a separate browser window, go to http://netweather.accuweather.com
Step 2 Follow the instructions on the web site for setting up the weather for your
library website.
Step 3 Copy the snippet from that the site provide (Web Page Code)
Web Page Code
<div stvle="width: 240p=; height: -
420p=; background-image: url|
http://vortex.accuweather.com/adchin/net
weather v2/backgrounds/springl 240x420 b
Step 4 Open your e-Branch site in your browser
Step 5 Click Administer >> Site Building >> Blocks
* See page 62 for the screenshots of this menu location
Step 6 Click Add Block
Blocks
List Add block (-\ -:
Step 7 Enter in a description of your block in the Block Description text field

Block description: * (\:

A brief description of your block. Used on the block overview page.
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Step 8 Paste the code snippet in the Block body

Block body:

Y

The content of the block as shown fo the user

Step 9 Click Save block to save the changes

Save block (\:

Step 10 Enable and Position the block
* See page 64 for the walkthrough on this
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WORKING WITH THEMES

CHANGING THE THEME

Click Administer >> Site Building >> Themes

e-branch in a box

demo
My blog
» ate content
ccount
» administer
= Log out

demo
o My blog
v Create content
o My account

administer
- ontent
anagement

v Site building

b Site
configuration

v User
management

v Logs
o Help

o Logout

demo

= My blog

v Create content
My account
Categories
administer

v Content
management

~ Site building
o Blocks

o Contact
form

= Menus
Modules
Themes

« URL
aliases

y Site
configuration

v User
management

v Logs
= Help

=}

-

1

= Log out
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Step 2 To select one of the available themes, check the Enabled checkbox and
select the Default radio button located to the right of the screenshot of your
desired theme.

Themes
List Configure

Select which themes are available to your users and specify the default theme. To configure site-wide
display settings, click the "configure” task above. Alternately, to override these settings in a specific
theme, click the "configure” link for the corresponding theme. Mote that different themes may have
different regions available for rendering content like blocks. If you want consistency in what your users see,
you may wish to enable only one theme.

Screenshot MName Enabled Default Operations
= 2point0: = @ configure
E}-{. " Tost it * sites/allthemes/custom/2point0

CnOerEla  Welcome i Cer Librand
tmama | TR [

] PR - b »

E 2point0-imghead: B
: sites/allthemes/custom/2point0-imghead

L Dror Bka Wgleome 3 Dar Litrary!
T amna e T

JBookofWebster: =
sites/allthemes/custom/BookofWebster

2 = GrecianUrn: B
53| - vestsie- sites/allithemesicustom/GrecianUm

Step 3 Click Save Configuration at the bottom of the page

| Save configuration ™/ Reset to defaults |
W
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ADDING YOUR LOGO TO A THEME

Step 1 Click Administer >> Site Building >> Themes

*See page 67 for the menu screenshots

Step 2 Click on Configure
Themes

List Configure
Select which themes are a 1o your users and specify the default theme. To configure site-wide display
seftings, click the "configure ve. Atemately, to override these settings in a specific theme, click the
"configure” link for the corres heme. Note that different themes may have different regions available for

rendenng content ike blocks. f you want consistency in what your users see, you may wish to enable only one
theme.

Step 3 Click on the name of the theme that you are using
*Note: The example images in this tutorial were taken from the 2point0 theme
Themes
List Configure
Global senmgs anlntﬁﬁ garland
 J
Step 4 Scroll down to Logo image settings and uncheck Use the default logo.

rLogo image settings
If toggled on, the following logo will be displayved.

Use the default logo
if you want the theme to use the logo supplied with it

The path to"he file you would like to use as your logo file instead of the default logo

Upload logo image:
Browsea_.
If you don't have direct file access to the server, use this fisld to upload your logo
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Step 5 Scroll down to the Upload logo image box and click Browse
*Tip: this logo should have a white or transparent background and be no larger than 150 pixels by 150 pixels.

rLogo image settings
If toggled on, the following logo will be displayed.

Use the default logo
Check here if you want the theme to use the logo supplied with it

Path to custom logo:

The path to the file you would like to use as your logo file instead of the default logo

Upload logo image:
If you don't have direct file access to the server, use this fisld to upload your

Step 6 Browse to and Single click on the image that you want to upload
File Upload B=]
tookin [JuyCorosw ] Q[

; L8 v Recpy (4]
L EI e Local Dick (2]
My Facert [k VDR Crive %)

Desbdoo

g ¥ o=l
Y I S P +l

Step 7 Click Save Configuration at the bottom of the page

[ Save configuration &LResetm defaults ]
»
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Step 1

Step 2

Step 3

e-branch in a box

EMBEDDING A GOOGLE CALENDAR INTO YOUR SITE

Go to http://www.qgoogle.com/calendar

Click Create a new Google Account
* If you already have an account with Google, login and skip to Step 7

GO L}S{e Welcome to Google Calendar

Cabsncar

Organize your schedule and share events with friends
Wouldnt it be great 1o be able to keap track of all the evants in your life, coordinate schedules wi
and family, and find new things to do - all weth one online calendar? \We thought so, toa. Learn Mare

Sign in to Google Calendar with
your
G -SIJ; Account

Seaing the big picture .
With Google Calendar, you can see your fiends' and family'a schedules nght next to your own,
quickly add events mentionad in Gmail comersations or saved m other calendar applications; and Password
add other miesasting events that you find onbng

Email

[¥] Remembser me on this

Sharing events and calendars computsr
You decide who can see your calendar and which details they can wew Planmng an event? You can
create imatabons, send reminders and kesp track of RSWPs nght inssde Google Calendar
Omganizations can promiote avents, too Ll SO R Sccut
Staying on schedule
You can sel up automatic event remindars, mcluding mabie phona notifications, and mstant
up anything on your calendar with the busit-in search tool
n't have a Google Account?
MNew! Google Calendar gallery
Mew you can find fun content 1o 8dd to your schedube. Browae !hraug B gnuery of publicly arallmle Create a new
calendars like sports schedules, concert listngs, and much mare. Try i out Gn le Account

To create an account, enter in your e-mail address and choose a password

Required information for Google account

Your current email address: i' <‘,E
e. g. mynamei{@example_com. This will be d to sign-in to your

account.

Choose a password: | @@Qﬂ
Minimum of 8 characters in length
Re-enter password: [ @

[¥] Remember me on this computer.

Creating a Google Account will enable Web History. Web History is
a feature that will provide you with a more personalized experience on
Google that includes maore relevant search results and
recommendations. Learn Mare

Enable Web History.
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Step 4 Enter in your Name, Location, Time Zone, and complete the CAPTCHA

Get started with Google Calendar

First name: E>

Last name: -

Location: E> United States >

Time zone: E> (GMT-07:00) Mountain Time [v]
;_ [] Display all timezones

Word Verification: Type the characters you see in the picture below.
,i Letters are not case-sensitive

Step 5 Click I accept Create my account to finish creating your account

By clicking on ' accept’ below you are agreeing to the Terms of
Senice above and the Privacy Policy.

| accept Create my account ]<\5
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Step 6 Add events to your Google Calendar

‘Saarch Pubbc Calandars. | [ Gearch My Calendars | Sese Seas Cuiow

Google
ERER Heovember JOT i Doy Week Menth hextd ODoys  Agenda

R
= Mowember J007F = :

Siiniim

ELamich

. A

¥y Calendirs

B

Oither Calendars
Step 7 Click Manage Calendars

v Add | *

Wy dars
-
Other 5

Manage calendars

Page 74



vISIONn e-branch in a box

Step 8 To make the events be publically viewable, Click Share this Calendar

Calendar Settings
General Calendars Mobile Setup

My Calendars
CALENDAR SHARING
= E-Branch In a Box Share this calendar Hotifications i

Other Calendars

CALENDAR

« Back to Calendar

Step 9 Select Share all information on this calendar with everyone

E-Branch In a Box Details
Calendar Details  Share this calendar  Notifications

Share with everyol (%) Do not share with everyone
Learn more () share all information on this calendar with everyone

— ( share only my free / busy information (hide details)

Share with specific PERSON HAS PERMISSION TO DELETE
people:
Share with other E-Branch In a Box Make changes AND manage

people oreditwho has  <eric.hildreth@libraries.idaho.gov>  sharing
ACCESS.

ADD A NEW PERSON:
See all event details [v]
« Back to Calendar [ Save ] [ Cancel

Step 10 Save
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Step 11 Click Manage Calendars

v Add |
Wy dars

dAE
Other C 5

Manage calendars

Step 12 Click on the Name of Your Calendar that you want to Embed on Your Site

Calendar Settings
General Calendars Mobile Setup
My Calendars
CALENDAR SHARING
T E-Branch In a Box Share this calendar Hoftifications i

Other Calendars
CALENDAR

Add calendar

u Back to Calendar

Step 13 Scroll Down to the Embed this Calendar Section

Embed This
Calendar

Embed this calendar
in your website or
blog by pasting this
code into your web
page. To embed
multiple calendars,

click on the 3 I I

Customize Link

Paste this code into your website.
Customize the color, size, and other options

<iframe
sre="http:/Mww.google.comicalendarfembed?src=eric.hildreth%40libraries.idaho
style="border: 07 width="800" height="600" frameborder="0"
scrolling="no™=<fiframe=
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Step 14 Copy the code snippet found in the text area

* Optional: Click the link Customize the color, size, and other options

=iframe

<] un 2]
Step 15 Enter into Edit Mode on Your e-Branch Site

Step 16 The code that we copied from Google is in HTML. The TinyMCE editor
does not allow you to paste HTML code directly into it, so you must
Disable Rich Text.

Body:

B I :Z = A -7 'I - Format - _V_I - Fant family - .V.I - Font zize - _V.I - Styles - | %
wn. — 1| ) 48 45 A | | | |

WRLXe I e 2™

Fath:

disable rich-text
* Lines and paragre,.ns break automatically.
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Step 17 Paste the code snippet into the body

Body:

<iframe

S;E;Hﬁgtp:ffwww.google.comfcalendar!embed?src=eric.hildreth%&Dlihraries.idaho.gov"
style="border: 0" width="800" height="&600" frameborder="Q" scrolling="no"}<f1§£§ﬂg>

Step 18 Click Submit at the bottom of the page to save the changes

- .
[ Praview | | Submit | & —
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INSTITUTE of Funded by a grant from the U.S. Institute or Museum and

Museum...Library Library Services under a provision of the Library Services and

SERVICES Techn0|ogy Act.
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